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Personal Summary:

I am a highly motivated and ambitious individual that can give timely and accurate advice, guidance, support and training to students and individuals. Possessing excellent management skills and having the ability to work with minimum supervision. Having a proven ability to lead and consistently hit targets, improve best practices and organize time efficiently. 

I am looking forward to make a significant contribution with an organization that offers a genuine opportunity for progression personally and career wise.

Key skills and Competencies:

· Proficient in MS Office: Powerpoint, Word and other applications for documentations and presentations.
· Good English Communication skills, both written and verbal.

· Good communication, diplomatic and organizational skills.

· Proven ability to manage through students, parents and colleagues.

· Stronng decision making and problem solving skills.

· The ability to work under pressure and with personnel from all levels.

· Tact and the ability to deal with difficult situations.

· Able to prioritize tasks and workloads in order of importance and urgency.

· Track record of delivering results and deadlines.

· Having an interest in career development and training within the workplace

Education:
Masters Degree

University of Cebu (UC)




Address: Sanciangko Street, Cebu City




I have units in Masters Degree of Science Teaching major in English.

College

University of San Carlos (USC)



Address:  P. Del Rosario Street, Cebu City

I have completed my Bachelor of Arts in Linguistics and Literature last October 2007.  These are the following major subjects I have completed: 30 units of Literature, 48 units of English (includes Speech and Linguistics), 6 units of play production, 3 units of Advanced Phonology (with practice teaching) and 3 units of Methodology and Approaches (with practice teaching).

	OJT: 
English Grammar

Aural-Oral Communications (English)
	July 2006 to September 2006

January 2006 to March 
	Practice Teaching

USC 

	
	
	

	Theater Experiences:

“Dark Secrets”

English Majors Association (EMA)
	April 2006 to May 2006
	Finance and Marketing staff, props and costume manager, set designer and actor

	“Dark Secrets Now Unveiled”

EMA
	July 2006 to November 2006
	Stage Manager, Promotion and Documentation Head, House Member, Marketing Staff and Actor(understudy)

	“Tuba Ray Makatimbang”

(Cebuano play)

EMA
	February 2007 to May 2007
	Stage Manager and set designer

	“Friends Forever”

EMA
	June 2007 to September 2007
	Stage Manager, Promotion and Documentation Head




Job experiences:

	Front Desk/Sales Personnel 


Receptionist
	June 2003 to June 2007
March 2008 to August 2008
	Company: Geco Trading 

Company Description: Hardware and Food Distributor
Company: Quail Hollow Resort

Company Description: Tourism

	
Secretary 

	January 2008 to February 2008

	Company: Lozada Cars

Company Description: 

     small company of rent a car


	Front Desk 
	November 2007 to January 2008
	Company: KM47

Company Description:

       Internet Café



	Tutorial
	June 2005 to present
	Subjects: English and Cebuano 

(as Second Language)


Teacher


Febraury 2008 to May 2009       Company: University of Visayas – English    

                                                                                                     Acquisition Center






        Branch Address: Lahug Cebu City


College Teacher

May 2013 to April 2015
        Company: Cebu Technological University






        Branch Address: Tuburan Cebu 


College Teacher 

June 2015 to October 2016        Company: University of Visayas







        Branch Address: Banilad Cebu City 


Teacher


June 2015 to September 2016
Company: MTM ESL








Branch Address: Cotcot Lilo-an Cebu 


Character References:

Available upon request

To receive telephone calls and handle customer issues.


To maintain counters and areas to present neat and orderly image


To liaise with customers to identify  their needs and ensure customer satisfaction





To receive telephone calls and handle customer issues.


To maintain counters and areas to present neat and orderly image


To liaise with customers to identify  their needs and ensure customer satisfaction





To receive telephone calls and handle customer issues or direct messages to appropriate personnel


To coordinate with queued customer to reduce wait time and encourage efficient service


To review and submit reports to supervisor 


To maintain counters and areas to present neat and orderly image 


 To liaise with guests to identify their needs and ensure customer satisfaction 


To propose ideas to improve provided services and event quality 


To organize facilities and manage all events details such as decor, catering, entertainment, transportation, location, invitations, invitee list, special guest, equipments. 


To plan, design and produce events while managing all project delivery elements within time limits and budget. 


 To manage operational and administrative functions to ensure specific projects are delivered efficiently








To receive telephone calls and handle customer issues or direct messages to appropriate personnel


To coordinate with queued customer to reduce wait time and encourage efficient service 


To review and submit reports to supervisor 


To maintain counters and areas to present neat and orderly image


To liaise with clients to identify their needs and ensure customer satisfaction 








To receive telephone calls and handle customer issues 


 To maintain counters and areas to present neat and orderly image 


 To liaise with customers to identify their needs and ensure customer satisfaction








Works as a part time ESL teacher but with a full time subject load in a multi-cultural classroom or a one-onone classroom








These are some of my teaching loads under the Undergraduate Studies Program:


Study and Thinking Skills


Translations: Theory and Practices


 Registers in English - Application to College English Teaching


History of ELT in the Philippines - Literature of the Philippines


Structure of the English Language, and others 








Works as a part time teacher as a literature teacher 








Works as an ESL teacher to kids and adults in a group class or one-on-one classroom








